# Ferm“ab FermiWorks

Complete Initial Onboarding Actions
05.15.15

The FermiWorks New Employee Onboarding website link: http://fermiworks.fnal.gov/Onboarding Training.shtml.
Please contact Monica Holmes if you have any questions 630.840.4634 or mholmes@fnal.gov.

There are five initial Action items to complete in your FermiWorks Inbox. (They may not display in this specific order.)

Add Emergency Contacts

I-9 (Employee)

Education History

Contact Information

Name and Personal Information

Lol ol ol ol o

After completing these Actions three more remain:
4+ Change My Government IDs
4+ Change My Licenses
4+ Review Documents
1. Loginto your FermiWorks account.

2. Click My Account > Inbox to display the initial five Actions to complete.

Add Emergency Contact

1. Click Add Emergency Contact.

Actions 5 Archive o

Complete To Do Add Emergency Contacts (..

Wiewing: All v Sort By: Newest v w 5 day(s) ago - Effective 03/06/2015

Add one or more emergency contacts with at least one piece of ¢
Choose "existing beneficiary or dependent” to link your emerger
to existing beneficiaries or dependents.

Add Emergency Contacts

I-% (Employee)

Less

Education Histo
Y For FermiWorks Training Coordinator-10
Owerall Process  Hire: Allen Einstein (300988)

Contact Information
COwerall Status Successfully Completed

Mame and Personal Information

[Add Emergency Contact }.

Page 1 of 9


http://fermiworks.fnal.gov/Onboarding_Training.shtml

# Fermilab FermiWorks

Complete Initial Onboarding Actions

05.15.15
2. Click Add My Emergency Contacts.
N Q search Woﬁd\uy ® On behalf of: Allen Einstein (300988) .5
Add Emergency Contact [l

Please click the button below to add your emergency contacts.

Add My Emergency Contacts
B

[ Add My Emergency Contacts l

3. Click Legal Name to open the section.

Primary Emergency Contact Name

Mileva
Legal Name Mame *

Country *

United States of America

Relationship Relations

Prefix | Search
Prefemed Language Preferred

First Name * | Mileva

Primary Address @ Middle Name |

Last Mame * || Einstein |
Primary Phone @ Sufix | S—
Additional Phone @

Done

4. Complete the following fields:
e  First Name of Emergency Contact
e Last Name of Emergency Contact

5. Click Done.

6. Click Relationship to open the section.
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7. Click Prompt and select the appropriate Relationship of your Emergency Contact.

Primary Emergency Contact

Legal Name Legal Mame # WMilvera Einstein
Relationship Relationship * | search || leearch Q |
Prompt Witution Point of Contact |
Preferred Language Preferred Language
Ex-spouse
Primary Address @ Spouse i
Child I
Primary Phone @ Sibling
Parent P
Additional Phone 1:+
Cther
Primary Email @ Grandparent
B

8. Click + to the right of Primary Address to open the section.

Primary Phone

Additional Phone

Primary Email

Additional Email

Primary Address )

Address
Address & | 11 112 Mercer Street, Princeton, MJ

Country #
> Ho : .
| United States of America

Address Line 1 % | 112 Mercer Street

Address Line2 |

State * | New Jersey

Postal Code  * || 08541|

O]
® City * | Princeton
O]
*®

County |

L
—=_

9. Complete the following fields for your Emergency Contact:

e Country
e Address Line 1 — 25 characters maximum
e City
e State
e Postal Code
10. Click Done.
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1. Click + to the right of Primary Phone to open the section.

2. Complete the following fields for your Emergency Contact:
e Phone Device
e Area Code
e Phone Number

3. Click Done.

OR

1. Click + to the right of Primary Email to open the section.
2. Enter the emergency contact’s Primary Email address.
3. Select the Type.

4. Click Submit at the bottom of the window.

Save for Later Cancel

The following window displays:

Add Emergency Contact g &=

This task is no longer in use. Please click the button below to add your emergency contacts.

Add My Emergency Contacts
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5. Click My Account > Inbox to open your Inbox to complete the Add Emergency Contacts Action item.

Actions § SEILRE Complete To Do Add Emergency Contacts -+ [l R
Viewing: All - Sort By: Newest ~ w 11 minute(s) ago - Effective 04/15/2015
Add Emergency Contacts :\dq one or more emergency comacl:ﬁ \n_fim at least one piece of contact in!or_maﬁon. cngo§e
11 minute(s) ago - Effective D4/15/2015 il existing beneficiary or dependent” to link your emergency contacts to existing beneficiaries
or dependents.
-9 {(Employee) py Less
11 minute(s) ago - Effective 04/15/2015 W
For Financial Manager-10
Education History y
11 minute(s) ago - Effective 04/15/2015 W Overall Process  Hire:

Overall Status Successfully Completed
Contact Information

i ; - Py
11 minute(s) ago - Effective 04/15/2015

- e Add Emergency Contact
Name and Personal Information

11 minute(s) ago - Effective 04/15/2015

enter your comment

Submit . ave for Later Close

6. Click Submit.

7. Click Done.

I-9 (Employee)

1. Enter a Comment to verify you have completed the I-9 onboarding task.
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2. Click Submit to complete the I-9 (Employee) Action.

Viewing: All ~ | SorBy: Newest

~

Actions @ REIZC Complete To Do -9 (Employee) - o =

19 hour(s) ago - Effective 03/08/2015

1-9 (Employee)

‘Your Recruiter will email you the I-9 Employment Verification process steps. Click

19 hour{s) ago - Effective D3/00/2015 w 'submit” when you have completed this onboarding task.
Education History .
19 hour(s) ago - Effective 0310972015 -
For FermiWorks Training Coordinator-§
Contact Information N
19 hour(s) ago - Effective 03/09/2015 - Overall Process  Hire: Albert Einstein (300978)
Name and Personal Information B Overall Status Successfully Completed
19 hour(e) ago - Effective 0340972015 i Instructions Did you fill out your I-8 information and provide it to the appropriate party?
Add Emergency Contacts N
19 hour(s) ago - Effective 0310972015 - O ves|
P
L1111 Submit | Save for Later Close

3. Click Done.

Education History

1.

2.

Click Add Education.

Enter your name in the Worker field.

The selected task might not
display or function properly on
your current device. Click here to
proceed anyway.
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3. Click OK.

Add Education

Worker * | Albert Einstein|

e

Complete the following fields:
Country

School

Degree

Degree Received

Year Degree Received
Field of Study

v

Click Add to enter additional degrees if appropriate.

o

Click Submit when all degrees are entered.

N

Click Done.

L

Click Submit to complete the Education History section.

0.

Contact Information

Click Done.

1. Click + to the right of Primary Address to open the section.
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2. Complete the following fields:
e Country
o Address Line 1 — 25 characters maximum
e City
e State

e Postal Code

3. Click Done.
Primary Phone
1. Click + to the right of Primary Phone to open the section.
2. Complete the following fields:

e Phone Device

e Country Phone Code, if applicable

e Area Code

e Phone Number
3. Click Done.
4. Click Submit at the bottom of the window.

5. Click Done.

Name and Personal Information

1. Click the Name and Personal Information Action.

2. Click Gender to open the section.

3. Select your Gender.

4. Click Date of Birth to open the section.

5. Enter your Country of Birth.

6. Click the Prompt to open the pick list of Countries.

7. Click Preferred Countries and select the Country where you were born.
8. Click Prompt to open the pick list of States to select the Region of Birth.

9. Select the appropriate state where you were born.
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10. Enter the City where you were born.

11. Enter your Marital Status and Marital Status Date so this information is correctly captured in both FermiWorks
and PeopleSoft.

12. Click Citizenship Status to open the section.
13. Click Prompt to open the pick list of countries. Select the country.

14. Click Submit at the bottom of the window.

Save for Later Close

Dicahilih )

15. Click Done.

This completes the initial Action items in your Inbox. There are additional Actions to complete. Click
Refresh in your Inbox.

Actions 2 Archive & . . . .
Success! Event submitted Onboarding for Albert Einstein

Viewing: All v Sort By: Newest wo| | (300987]

oeerennoies 0
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